
U. S. Coast Guard - Hawaiian Islands Relocation Handbook 

Spouse (and Child) Employment 
02/28/08:  Updated by Mr Walt Wrzesniewski, ISC Honolulu 

( with help from three angels  ;) 

Introduction /  
High Cost of Living 
The beauty of paradise can be dis-
tracting when looking for a job. Who 
wouldn’t rather spend time on a 
beautiful beach or hike through a 
tropical rainforest.  But there’s a high 
cost of living here. 
 
The latest (2005) data from the State 
of Hawai`i’s Dept of Business, Eco-
nomic Development, and Tourism 
reports: 
 
$34,468:  Per Capita Personal In-
come 
 
$79,240:  Median Annual Income for 
Families 
 
Sixth Highest Cost of Living among 
all 50 states and DC 
 
25%:  Estimated Percentage Higher 
than the National Average Cost of 
Living for a Family of Four. 
 
Here’s a useful website about Ha-
wai`i’s high cost of living:  
www.alternativehawaii.com/overpop.
htm
 
The good news is our BAH and 
COLA have been much better equal-
izers in recent years.  More good 
news is that military families qualify 
for “Kama Aina Rates” a discount 
given to State residents for some 
goods and services (rather than pay 
“tourist prices”).  Other establish-
ments, like movie theaters, have 
“military discounts.” 
 
Most families need two incomes to 
achieve the type of lifestyle they’re 
accustomed to, to advance their net 

worth, to enjoy life, and to afford 
travel and phone bills.  After all, 
most members and families stationed 
in Hawai`i are thousands of miles 
from home.  Expect to need extra 
funds to mail holiday packages, en-
tertain relatives and friends when 
they choose your home for their va-
cation, and pay for the highest gaso-
line rates in the country. 
 
I’m not trying to scare you; just want 
to help your relocation plans be real-
istic—and that includes finding a job, 
maybe starting a career. 
 
Helping spouses and other family 
members find employment is a good 
business practice for an employer of 
choice like the Coast Guard.  It’s also 
the right thing to do.  Spouses and 
other family members are part of the 
Coast Guard team; after all…you’re 
part of our Coast Guard Family, or 
Ohana, as we say out here. 
 
Coast Guard leaders care about you.  
Besides, your homelife can have an 
impact on mission readiness.  The 
responsibility to help you find a job 
is also mandated by Congress.  For 
all of these reasons, I and others will 
try to help you. 

Hawai`i has the lowest employment 
rate in the country.  So, a greater 
percentage of people work here than 
anywhere else.  Some people work 
more than one job; others work mul-
tiple part-time jobs or have a part-
time job on top of a fulltime job.  The 
challenges for most of us newcomers, 
though, are:  1) Finding a job in a 
place we have no connections (fam-
ily, friends, classmates, etc); 2) Find-
ing a job that pays enough (because 
wages are generally lower here) or is 
fulfilling; and 3) Finding an em-
ployer who will hire you although 
he/she knows you have no roots here 
and will be leaving in a few years. 
 
Sounds like the deck is stacked 
against you, but  TAKE  HEART: 
Most CG spouses looking for work 
are successful. 

And you have  J E M S 
 
Twenty-something years ago, all five 
military services put their best peo-
ple—and money—together to partner 
on a way to help military spouses 
find work in high-cost Hawai`i, pri-
marily on the Island of Oahu.  We 
came up with JEMS, the Joint Em-
ployment Management System.  
The Army and Air Force eventually 
dropped out, but the Sea Services 
have kept JEMS afloat—for you. 
 
JEMS is run by three wonderful 
women: Rita, Jane, and Penny—
JEMS GEMS! 
 
Year after year, they manage the best 
job bank you can imagine, coordinate 
the best job fair in the state, and daily 
help good employers and great job 
applicants find each other. 
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Access J E M S 
at: www.JEMSJobs.Com
 
Get started now, even before you 
arrive in the islands. 
 
JEMS networks with employers to 
acquaint them with the unique quali-
fications of job seekers from our 
military community and the advan-
tages of listing their job openings in 
the JEMS Job Bank. 
 
There are employers looking for 
you.  There are employers who ap-
preciate the skills, discipline, work 
ethic, and other marketable traits of 
military members and spouses.  
There are employers who list jobs 
with JEMS before they advertise 
them in the newspaper. 
 
JEMS uses an application accessed 
through the Internet to retrieve and 
display company, job, or client in-
formation.  The website and general 
information are accessible to all users 
but only authorized users may access 
the job bank.  JEMS employs a user 
ID/password system to prevent unau-
thorized access.  Authorized users 
must log into the application and be 
validated by me or the JEMS Staff. 
 
It’s easy.  Do it right now.  Go to 
www.JEMSJobs.Com, register as a 
Job Applicant; and, once a day when 
I review the new applications, I’ll 
approve your application.  That’s it!   
You’ll have full access. 
 
The job bank contains a wide range 
of listings from entry level, skilled, 
and professional level positions.  In 
addition, JEMS also hosts an annual 
job fair in September, in partnership 
with the Sea Services. 

Job Hunting in Hawai`i 
No matter where you are, job hunting  
is hard work and usually a full-time 
job in itself.  Here, the high cost of 
living creates a competitive job mar-
ket.  Minimum wage positions, espe-
cially in tourist-related industries, are 

abundant; however, as wages in-
crease in particular fields, so does the 
competition. Don't be discouraged 
— be prepared! 

First Things First 
Become Job Ready: know exactly 
what abilities and skills you have to 
offer an employer, what you want to 
do, and who needs what you have to 
offer.  In addition, you need to ensure 
you are truly ready to start work. 

Checklist: 
 Have a resume? 
 Prepared for an interview? 
 Have a telephone calling script 

to introduce yourself and your 
skills to employers? 

 Have an appropriate wardrobe 
for both interview and job? 

 Have a realistic salary expecta-
tion? (The bad news is that 
many jobs pay less here than on 
the mainland—sometimes only 
half—because so many people 
are willing to accept less pay 
for a job in Hawai`i.  The good 
news is that with your commis-
sary, exchange, and other mili-
tary privileges, you won’t need 
as much income as a civilian 
counterpart.) 

 Know when you can start a job 
and what hours you can work? 

 Know how far you are willing 
to travel and have you made 
transportation arrangements? 

 Made childcare arrangements? 
 Considered family agreements 

for household labor and work 
schedules? 

These are only some of the questions 
that you should consider when pre-
paring for a job search. 

Inadequate preparation often length-
ens the job search and can create 
disappointments for you. 

Using the JEMS Job Bank 
Once you have completed your 
preparation for job hunting, you are 
ready to take FULL advantage of the 
JEMS job bank. 

The JEMS job bank is designed to 
search for job openings (individually 
or in combination) by six categories: 
job title, job category, geographic 
area, work status, company, and job 
add date.  
 
Some employers use multiple sources 
to list their job openings and may 
close their recruitment as soon as 
they find a qualified applicant.  Con-
tact prospective employers as soon as 
possible. 
 
JEMS is committed to providing a 
quality service for job seekers from 
the military community.  If you ex-
perience problems or have concerns 
regarding the JEMS Job Bank, please 
share them with your employment 
counselor, and he will pass the in-
formation to JEMS.  We are also 
interested in hearing about your ac-
complishments! 

Job-Finding Resources 
A successful job search is a result of 
preparation, persistence, timely fol-
low-ups of all leads, and using a va-
riety of resources:  Besides JEMS, 
don’t forget: 

 Sunday's Honolulu Advertiser 
and Honolulu Star Bulletin 
newspaper want ads 

 Networking through business, 
community, volunteer, and pro-
fessional associations, friends, 
and acquaintances 

 Taking a college course in your 
career specialty is a great way 
to meet professors and students 
who have local contacts 

 Journals, magazines, and news-
papers serve to keep you up-to-
date on what is happening in 
your field and also list classi-
fied ads that offer potential em-
ployment opportunities. 

 
Government employment job seekers 
have many options on Oahu and 
should refer to the succeeding pages 
for various information resources. 
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Other Job Hunting 
Websites: 
Unlike JEMS, the Coast Guard does 
not officially endorse any of the fol-
lowing sites, but some are Federal 
and State Government sites which 
can be very helpful.  Other sites are 
listed only because they have either 
been helpful in the past or they have 
been touted by employment experts 
in publications supporting the mili-
tary community. 

So, Caveat Emptor, but this list could 
reduce your search time. 
 
Military Spouse Information: 
www.MILSpouse.Org
www.MILSpouse.Com
 
Military Spouse Career Center: 
www.Military.Com/spouse
 
Navy League: 
www.NavyLeague.Info/CG
 
Landmark Destiny Group: 
http://www.destinygrp.com/
 
Corporate Gray: 
www.CorporateGray.Com
 
Spouses to Teachers: 
www.SpousesToTeachers.Com
 
Hire Net Hawai`i: 
http://www.HireNet.Com 
 
MWR / NAF / NAFA Jobs: 
 NAFA & CGES / Coast Guard: 
 808-842-2893 
 
 NAF: Navy, Army, & Air Force: 
 http://nafjobs.com/
 
 NAF: Marine Corps: 
http://www.mccshawaii.com/jobs_lis
tings.asp
 
 AAFES (Army & Air Force Ex-
change Service): 
http://www.aafes.com/
 
 Commissary Jobs: 
http://www.commissaries.com/inside
_deca/HR/index.cfm

U. S. Postal Service: 
http://www.usps.com/employment/
USPS Employment Information Re-
cording:  808-423-3690 
 
Federal Job Assistance: 
http://www.resume-
place.com/newsletter
 
Simply Hired: 
http://www.SimplyHired.Com
 
Professional Networking: 
www.LinkedIn.Com
www.Ryze.Com
www.Konnects.Com
 
Hawai`i Labor Market: 
http://www.hiwi.org/
 
Hawai`i Jobs: 
www.JobsHawaii.Com
www.flipdog.com/
www.CareerBuilder.Com
 
Best Places to Work: 
www.BestPlacesToWork.Org
 
Veterans Employment Program: 
www.VA.Gov/Nvep
 
Veteran’s Job Sites: 
http://www.CivilianJobs.Com
http://www.VetJobs.Com
http://www.TAOnline.Com
http://www.HireAHero.Com
http://www.MilitaryStars.Com
www.GIJobs.Net
www.HireVetsFirst.Gov
www.ArmedForcesConnection.Com
 
 
 
 
 
 
 
 

 

If you’re interested in a Staffing 
Agency, just use JEMS to do “an 
Industry Search for “Employment / 
Placement.”  JEMS has 52 agencies 
you can link to that cover everything 
from administrative, IT, blue collar, 
domestics, nurses, and much more. 
 
Once again—no Coast Guard en-
dorsement—but, below are some 
local Executive Search Firms.  These 
types of firms often charge fees (in 
the thousand$), usually paid by the 
prospective employer--but not al-
ways.  Always ask if there’s any ex-
pense to you.  Read contracts care-
fully before signing.  Call CG legal 
assistance at 808-535-3240 if you 
need advice on contract specifics. 
 
Adecco Personnel Services/Adecco 
Technical Services 
1001 Bishop St., Pacific Tower 
#2370, Honolulu, HI 96813-3480 
(808) 533-8889 
www.adecco-hawaii.com
 
Dunhill Professional Search  
of Hawai`i 
1164 Bishop St., Suite 124 
Honolulu, HI 96813-2816 
(808) 524-2550 
www.dunhillstaff.com
 
Employers Option 
111 Hana Highway, Suite 111 
Kahului (Maui), Hawaii 96732 
(808) 877-6555 
www.employersoptions.com
 
Inkinen & Associates, Inc. 
1001 Bishop St., Pauahi Tower, 
#477, Honolulu, HI 96813-6413 RESUMES:  Most employment 

sites have their own resume ex-
amples or building utilities.  You 
can also use a Search Engine to 
find examples of resumes.   There 
are commercial sites, of course.  
www.MilitaryResume-
Builder.Com looks good but 
charges a fee.  There are others.  
www.Resumania.Com is a fun 
site that gives examples of what 
NOT to write.  Tell me if you’ve 
used a great site, and I may list it 
here for others.

(808) 521-2331 
www.inkinen.com
 
LAM Associates Physician Search 
1860 Ala Moana Blvd, Suite 1900 
Honolulu, HI  96815-1639 
(808) 947-9815 
www.MDOpenings.Com 
 
Sales Consultants & Management 
Recruiters of Honolulu 
1001 Bishop St., Pacific Towers 
Suite 720, Honolulu, HI 96813-3429 
(808) 533-3282 
www.mrihonolulu.com
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State of Hawai`i, 
City & County of Honolulu 
Many jobs with the state and city 
require Hawai`i residency.  To be-
come a resident, you must: 
 

 have a local address 
 register to vote 
 obtain a Hawai`i driver's license 

(not necessary but it helps) 
 
The State of Hawai`i and City & 
County of Honolulu can offer you: 
 

 Job training in your career 
 Career advancement to help you 

reach your goals 
 Challenge in service and pro-

fessional careers 
 Personal satisfaction through 

accomplishment and serving 
others 

 
Note: All new state and city and 
county jobs are advertised one time 
in the Sunday Honolulu Advertiser, 
Honolulu Star Bulletin and Mid-
Week employment sections.  You 
can also check at:  
www.EHawaii.Gov; click on “Em-
ployment” 
 
 

Employment Offices 

State of Hawai`i 
State Recruiting Office 
Department of Human Resources 
Development 
235 S. Beretania St., Room 1100  
Honolulu, HI 96813  
JOBLINK: (808) 587-0977, 24/7 
www.EHawaii.Gov; click on “Em-
ployment” 
 
City & County of Honolulu  
Department of Human Resources 
715 South King St, 10th Floor 
Honolulu, HI. 96813  
Information (808) 523-4301 
www.co.honolulu.hi.us/hr

Hawai`i State 
Employment Service Offices 
      www.dlir.state.hi.us/wdd
 
The Workforce Development Divi-
sion, organized under the State of 
Hawai`i Department of Labor and 
Industrial Relations, is part of a na-
tionwide system of public employ-
ment offices providing services at no 
cost to job seekers and employers. 

Job Seeker Services 

For employment or the training 
needed to qualify for higher-paying 
jobs, Oahu WorkLinks provides the 
following services at no cost: 
 
Job Search Assistance 

 Resume writing 
 Building interview skills 
 Internet access to job leads – 

searchable by specific skills, 
personal interests, career goals 
or by company and industry. 

 
Personal Career Planning Services 

 Self-service computerized as-
sessments to identify skills and 
training needs 

 Plan development for career 
success. 

 
Training Opportunities 

 Computer Training 
 Job Skills Training for occupa-

tions in demand 
 

Complimentary Office Services 
 Telephones and message center 
 Email, faxes, copy machines 
 Use of personal computer – 

online labor market and career 
planning research, cover letter 
and resume writing, internet job 
search using local and national 
job banks and additional job 
search engines 

 
Library Resource Center 

 Daily and Sunday newspapers 
 Books, magazines, brochures 

and job search/training tips 
 Reference material and educa-

tional resource information 

WorkLinks Locations 

Oahu:
Honolulu Office 
830 Punchbowl St., Room 112 
Honolulu, HI 96813  
(808) 586-8700 
 
Dillingham Shopping Plaza 
1505 Dillingham Blvd., Room 110 
Honolulu, HI  96817 
(808) 843-0733 
 
Kaneohe Office  
45-1141 Kamehameha Hwy. 
Kaneohe, HI 96744  
(808) 233-3700 
 
Waipahu Civic Center 
94-275 Mokuola St., Room 300 
Waipahu, HI 96797  
(808) 675-0010 
 
Kapolei Resource Center 
601 Kamokila Blvd. #588 
Kapolei, HI 96707 
(808) 692-7630 
 
Makalapa Community Center in Aiea 
99-102 Kalaloa St 
Aiea, HI 96701 
(808) 488-5630 
 
Kauai One-Stop Career Resource Ctr 
3100 Kuhio Hwy, Room C9  
Lihue, HI 96766-1153  
(808) 274-3056 
 
Maui One-Stop Career Resource Ctr  
2064 Wells St., Suite 108  
Wailuku, HI 96793-2251 
(808) 984-2091 
 
Big Island Workplace Connection  
180 Kinoole Street, Room 205 
Hilo, HI 96720  
(808) 974-4126 
 
Big Island Workplace Connection 
74-5565 Luhia St., Bldg C, Bay 4 
Kailua-Kona, HI 96740  
(808) 327-4770 
 
Big Island Workplace Connection, 
45-3380 Mamane Street 
Honokaa, HI 96727 
(808) 775-8886 
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Hawai`i State 
Department of Education 
Dept of Education employs about 
13,000 teachers, librarians, and coun-
selors.  The greatest demand for new 
teachers occurs on the neighbor is-
lands and in Oahu’s more rural areas. 

Hawai`i students represent a variety 
of multiethnic backgrounds.  Profes-
sional staff must be sensitive to the 
enriching contributions made to the 
total teaching /learning environment 
by island students. 

Qualification Requirements 

The Hawai`i Department of Educa-
tion requires candidates to meet these 
entry-level requirements: 

 Complete a State-approved 
teacher education program from 
an accredited institution. 

 Pass the PRAXIS tests at the 
State-validated levels 

 Complete a structured interview 
with an authorized professional 
staff interviewer 

After four semesters of demonstrated 
competence under supervision, 
teachers are eligible for tenure if all 
employment conditions have been 
met.  Sometimes a teacher is permit-
ted to begin employment without 
fully meeting standards.  In these 
cases, employment is temporary to a 
maximum of four school years and 
these teachers do not have an oppor-
tunity to earn tenure. 

Teacher Licensing 
Requirements 

No person may serve in a Hawai`i 
Public School as a teacher or other 
employee covered under the provi-
sions of collective bargaining unit 05 
without a license or credential issued 
by the Dept of Education.  This re-
quirement is established in law by 
Act 240, Session Laws of Hawai`i 
1995 (Section 302A-801 through 
302A-809, HRS).  By law, fees for 
licenses and credentials are set by the 
Hawai`i Teacher Standards Board. 

The teacher licensing requirements 
ensure education professionals pos-
sess appropriate training, preparation, 
and competencies for teaching.  A 
teacher license is issued for a five-
year period and may be extended 
subject to renewal requirements. 

Credentials are issued to persons who 
do not meet the standards established 
by the Hawai`i Teacher Standards 
Board.  Credentials are issued for no 
more than one year, but may be ex-
tended for a maximum of three years. 

Certificated Positions 

Certificated positions are full- or 
half-time, contracted positions as a 
teacher, school counselor, or school 
librarian.  For information, contact: 

Department of Education 
Office of Personnel Services 
1390 Miller St., Room 310 
Honolulu, HI  96813 

Teacher Recruitment 
P. O. Box 2360 
Honolulu, HI  96804 
(808) 586-3420 

Part-time Temporary Teachers 

Part-time teachers work less than 17 
hrs/wk.  Network with the school 
you’re interested in working for, and 
contact your district office for appli-
cation procedures and information.  
Volunteering at the school can help 
to obtain a part-time position.  Call 
for information and an application. 

Substitute Teachers 
Substitute teachers are on-call on a 
daily basis.  Network with the school 
you are interested in working for and 
contact your district office for appli-
cation procedures and information. 

Classified Positions 

For teachers' aides, clerical staff, 
cafeteria positions, and security at-
tendants, call 808-587-0977 for in-
formation and applications (24-hour 
application line) or apply at: 

State Recruiting Office, 
235 South Beretania St, 11th Floor 
Honolulu, HI  96813 

A+ Positions 

A+ positions provide after-school 
care and activities for over 27,000 
students, grades K—6, at public ele-
mentary schools.  The program oper-
ates every school day from about 
2:00 to 5:30 p.m.  Submit applica-
tions directly to the school or district 
office.  Call (808) 733-9895 for ap-
plications and more information. 

District Offices 
Honolulu District Office 
4967 Kilauea Ave. 
Honolulu, HI 96816  
(808) 733-4870 
 
Central District Office 
Mililani Technology Park 
Leilehua Building, Suite 50 
300 Kahelu Ave 
Mililani, HI 96789 
(808) 627-7475 
 
Leeward District Office 
601 Kamokila Blvd, Room 418 
Kapolei, HI 96707 
(808) 692-8007 
 
Windward District Office 
46-169 Kamehameha Hwy. 
Kaneohe, HI  96744 
(808) 233-5703 
 
Maui District Office 
(808) 984-8000 x241 
 
Kauai District Office 
(808) 274-3506 
 
Hawai`i (Hilo) District Office 
(808) 974-6607 
 
Private School Employment 
Oahu has numerous private schools 
that hire teachers, aides, and support 
staff. A Hawai`i Dept of Ed license is 
not required for teaching in a private 
school. Refer to Appendix C for a list 
of private schools. 
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Job-Related Skills… 
…are the skills most people typically 
think of when asked, "What can you 
do?"  These skills are related to a 
particular type of job.  For example, 
today's secretary is often skilled in 
operating word processing equip-
ment, spreadsheet and database op-
erations, typing, operating fax ma-
chines, copiers, answering tele-
phones, filing and purchasing. 
 
Good job-related skills will get you 
that interview, but communicating 
your adaptive and transferable skills 
will get you the job! 

Adaptive Skills… 

…are skills you use every day to 
survive and get along.  They allow 
you to adapt to a variety of situations.  
Some of them are also part of your 
basic personality.  Examples of adap-
tive skills valued by employers are: 
 

 Punctuality  
 Honesty 
 Enthusiasm 
 Hard-working 
 Good attendance 
 Meeting deadlines 
 Following instructions 
 Getting along 
 Ambition 
 Patience 
 Flexibility 
 Maturity 
 Accepting responsibility 
 Willing to learn 
 Self-motivation 
 Solving problems 
 Results oriented 
 Creativity 
 Leadership 
 Physical strength 
 Friendliness 
 Sense of humor 
 Persistency 
 Intelligence 
 Completing assignments 
 Sincerity 

Transferable Skills… Identifying 
Your Job Skills 

Many employers say that most 
interviewees can't adequately 
define the skills they have to 
support their ability to do the job.  
They may have the necessary 
skills—but they can't communi-
cate them. 
 
Because technology is continu-
ously redefining jobs and careers, 
the ability to recognize your 
skills, add skills, and transfer 
your skills to a new job is impor-
tant. 
 
Knowing your adaptive and 
transferable skills will make fu-
ture job and career changes eas-
ier. 
 
Job skills can be categorized in 
three ways:  Job-Related, Adap-
tive, and Transferable 

…are general skills useful in a vari-
ety of jobs—easily transferred from 
one job to the next.  Transferable 
skills valued by employers are: 
 

 Analysis of facts 
 Classifying data 
 Arranging functions 
 Motivating people 
 Conducting research 
 Logical 
 Confronting others 
 Counseling people 
 Controlling budgets 
 Efficiency concepts 
 Correspondence 
 Articulate 
 Good with hands 
 Inspecting things 
 Instructing others 
 Managing projects 
 Interviewing others 
 Active Listening 
 Inventiveness 
 Ingenuity 
 Investigative 
 Keeping sound financial records 
 Meeting the public 
 Planning 
 Patience 
 Sensitivity 
 Public speaking 
 Supervising others 
 Remembering information 
 Diplomacy 
 Running meetings 
 Negotiating agreements 
 Tolerance 
 Toughness 
 Trustworthiness 
 Operating vehicles 
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Unemployment 
Compensation Benefits 
If you quit your last job because of 
your spouse’s PCS transfer orders, 
you may be entitled to unemploy-
ment benefits while looking for a 
new job.  Call your state's unem-
ployment compensation department 
to determine if the state you are leav-
ing considers military PCS transfer 
orders eligible for unemployment 
compensation (many don't). 
 
Hawai`i, for instance, pays unem-
ployment compensation benefits if 
you quit your job because of PCS 
orders back to the mainland (certain 
other requirements must be met).  
You must continue working up to a 
week or two before your departure, 
otherwise your claim can be denied. 
 
Initiate unemployment claims in your 
current state or after you move here.  
The paying state is always the state 
where you last worked. 

Employment Resource 
Centers (ERC) 
An ERC can assist you with your job 
search, helping you with: 

 JEMS Job Bank Registration 
 Workshops on Career Planning, 

Conducting a Job Search, Re-
sume Writing, Interviewing, 
Completing an Application, etc. 

 The ERC has computers, print-
ers, copiers, faxes, a library, 
and other helpful resources.  

COAST GUARD 
Commanding Officer (w-TRM) 
USCG Integrated Support Command 
Work-Life Center  
400 Sand Island Parkway 
Honolulu, HI  96819-4398 
(808) 842-2091 
Walter.B.Wrzesniewski@USCG.Mil

MARINE CORPS 
MCCS Marine and Family Services 
MCB Hawai`i  
P.O. Box 63073 
Kaneohe Bay, HI 96863-3073 
808-257-7790 

NAVY 
Family Employment Readiness Pgm 
Fleet and Family Support Center 
Moanalua Navy Services Center 
4827 Bougainville Drive 
Honolulu, HI  96818 
808-474-1999 (press 0) 

ARMY 
Not currently participating in JEMS. 
Call 808-656-2400 for other help. 

AIR FORCE 
Not currently participating in JEMS. 
Call 808-449-0300 for other help. 

Federal Civil Service 
Employment 

USAJOBS provides worldwide job 
vacancy information, employment 
fact sheets, job applications, and 
forms.  It has online resume devel-
opment and electronic transmission 
capabilities.  Apply for positions at 
www.USAJOBS.Com which uses a 
variety of formats to help customers 
with differing physical and techno-
logical capabilities, 24 / 7. 

There are different pay systems.  The 
General Schedule (GS) and National 
Security Personnel System (NSPS) 
systems, e.g., cover most profes-
sional jobs and protective occupa-
tions, such as police officers. The 
grade level you qualify for depends 
on the relevancy of your education 
and experience to the job for which 
you are applying. 

Veterans Preference 

To be eligible, you must: 

 have served on active duty for 
at least one day prior to October 
15, 1976, for at least 180 con-
secutive days; OR 

 have earned a campaign medal, 
AND 

 your separation from active 
duty must have been under 
honorable conditions. 

Individuals retired at the rank of O-4 
or above are ineligible for veterans 
preference unless they are disabled. 

Filing Applications After 
Examinations Have Closed 
A 10-point preference eligible job 
applicant may file an application at 
any time for any position for which a 
non-temporary appointment has been 
made from a competitive list of eligi-
bles within the past three years. 

In addition, a person who is unable to 
file for an open competitive examina-
tion because of military service may 
file after the closing date. 

In either of the above situations, the 
veteran should contact the agency 
that announced the position for fur-
ther information. 

Veterans Recruitment 
Appointment (VRA) 
Under Public Law 107-288, the fol-
lowing veterans are eligible for a 
noncompetitive VRA appointment: 

 Disabled veterans 
 Veterans who served on active 

duty during war or who earned 
a campaign badge; 

 Veterans who, while serving on 
active duty, earned an Armed 
Forces Service Medal; 

 Veterans separated from active 
duty within the past three years. 

The law permits such appointments 
to be made without time limit and 
without regard to any limit relating to 
the veteran’s last discharge date. 

The maximum grade level at which 
appointments may be made is GS-11 
or equivalent. 

Veterans must be “qualified”; i.e., 
able to perform the essential func-
tions of the position with or without 
reasonable accommodation for a per-
son with a disability. 

Veterans who have completed less 
than 15 years education must receive 
training or education. 

After two years of successful em-
ployment, the appointment must be 
converted to career conditional. 
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Military Spouse Preference 
Section 806 of Public Law 99-145, 
“Department of Defense (DoD) Au-
thorization Act of 1986, “directed 
DoD to increase employment oppor-
tunities for spouses of active duty 
Armed Services personnel.  The 
spouse preference program derived 
from this law applies to military 
spouses who relocate to accompany 
their sponsor on a permanent change 
of station (PCS) move to an active 
duty location.  By giving these 
spouses priority in the employment 
selection process, Congress hoped to 
reduce the impact of frequent reloca-
tions on spouses’ careers. 
 
This program adds extra points to 
your job application to help you 
compete against applicants who are 
not military spouses.  Coast Guard 
spouses are eligible for this program, 
but this entitlement applies to only 
DoD agency positions—so only civil 
service jobs with the Army, Navy, 
Air Force, or Marine Corps.  Each of 
those agencies has their own hiring 
procedures, so you must discuss the 
“Military Spouse’s Preference” with 
the hiring person, command, or 
agency.  When applying for a DoD 
agency position, there should be a 
way to claim Military Spouse’s Pref-
erence on the application. 
 
Complete details can be found at: 
http://www.defenselink.mil/mapsite/s
pousepref.html, but this article has 
been edited with the Hawai`i-bound 
military spouse in mind. 
 
The Military Spouse Preference Pro-
gram is also known as “Program S,” 
because it’s Program S under the 
Department of Defense’s Priority 
Placement Program. 
 
Military spouses can exercise their 
statutory employment preference 
through the DoD Military Spouse 
Preference Program (Program S), an 
automated registration and referral 
system, at DoD installations in the 
U.S. 

Spouses must meet several require-
ments before registering for the Mili-
tary Spouse Preference Program.  
They must be married to their mili-
tary spouse prior to the reporting date 
of the sponsor’s new assignment and 
can apply at any human resources 
(personnel) office within the com-
muting area of the sponsor’s new 
permanent duty location. 
 
In addition, the spouse may register 
only if she or he accompanies a mili-
tary spouse who is: 

 assigned by a PCS move from 
overseas to the U.S. or to a dif-
ferent commuting area within 
the U. S.; 

 relocating to a new permanent 
duty station after completing 
basic and advanced training; 

 assigned by PCS to a service 
school regardless of the dura-
tion of the training; or 

 a former military member who 
re-enlists and is placed directly 
in a permanent assignment. 

 
In addition, if the spouse’s military 
sponsor is ordered to an unaccompa-
nied tour with orders specifying his 
or her follow-on assignment, the 
spouse may register for positions in 
the commuting area of the follow-on 
assignment at any time during the 
sponsor’s unaccompanied tour. 
 
Spouses are not eligible for employ-
ment preference when their military 
sponsor relocates in connection with 
retirement or separation. 
 

Registration Assistance 

Local DoD Human Resource Offices 
serve as registration points for the 
Military Spouse Preference Program. 
Spouses may apply for the Military 
Spouse Preference Program 30 days 
prior to the sponsor’s reporting date 
to the new duty station.  Spouses 
traveling overseas cannot receive 
preference until they actually arrive, 
but Hawai`i is not considered “over-
seas” by DoD. 

A spouse remains eligible for prefer-
ence throughout the sponsor’s tour 
until the spouse accepts or declines a 
job offer that is considered valid un-
der DoD policy. 
 
Spouses applying for Program S 
must indicate whether they are inter-
ested in temporary positions.  They 
should also bring the following 
documents when they register for 
preference: 
 

 Application (SF 171 or OF 612) 
or resume 

 Copy of an SF-50 documenting 
current or previous federal em-
ployment (if applicable) 

 Copy of last performance ap-
praisal (if the spouse currently 
works for the Federal Govern-
ment) 

 Executive Order 12721 paper-
work (if registering for Program 
S after returning from an over-
seas area) 

 DD 214, Member 4 copy 
 SF 15 claiming 10-point prefer-

ence and letter from the Veter-
ans Administration dated within 
last year showing percentage of 
disability (if applicable) 

 Any required transcripts (This 
is especially important if the 
spouse seeks a position as a 
healthcare provider) 

 Applicable licenses or certifica-
tions 

 PCS orders documenting 
spouse’s assignment 

 
These forms are available through a 
number of sources, but the hiring 
agency’s human resources office or 
on-line site should help an applicant 
with forms they cannot otherwise 
obtain. 

Claim It! 
The Navy recommends spouses use 
the Other, Miscellaneous, Etc Section 
of their job application to Claim Mil-
itary Spouse Preference and state the 
relocation date and new duty station. 
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Child Labor Certificates 
Under the Hawai`i Child Labor Law, 
a child labor certificate or "work 
permit" is required for working mi-
nors until they reach 18 years of age. 

There is no charge for the certificate. 

There are two types of certificates: 
 Certificate of Employment (for 

14- and 15-year olds). 
 Certificate of Age (for 16- and 

17-year olds). 

Certificate of Employment 
When a 14-or 15-year old is hired, 
the employer is required to obtain a 
Certificate of Employment before the 
minor starts working.  Either the em-
ployer or the minor and parent may 
assist in completing the following 
steps to obtain a certificate. 

1. Obtain application CL-1 from 
the Child Labor Office or any 
satellite city hall (see POV sec-
tion for a listing of satellite city 
halls).  This application must be 
completed and signed by both 
the employer and a parent or 
guardian of the minor. 

2. Return the completed application 
and an acceptable proof of age 
document either in person or by 
mail to the main Child Labor Of-
fice (not satellite city hall) be-
fore the child starts working.  If 
the application is submitted in 
person, a temporary authoriza-
tion slip will be issued. 

3. Proof-of-age documentation:  
Social security number, home 
address, and phone number. 

If the work is allowable under the 
law, a Certificate of Employment 
will be mailed to the employer.  The 

 
 
 
 
 
 
 
 
minor may start working upon re-
ceipt of either a temporary authoriza-
tion slip or the regular certificate.  If 
the minor works for a new employer, 
this same procedure must be fol-
lowed again. 
 
 
 

Certificate of Age 
This certificate is issued to 16-or 17-
year old minors who plan to work 
before age 18.  The minor needs no 
promise of a job and may obtain this 
certificate in advance by presenting 
an acceptable proof of age document 
to the Child Labor Office.  There is 
no application form to complete.  
The minor will be issued a wallet-
size Certificate of Age, which the 
minor keeps.  When a minor is hired, 
the employer is required to record 
and keep on file the Certificate of 
Age number. 
 
 
 
 

Work Restrictions 
The following work restrictions ap-
ply to minors up to 15 years old: 

 Work hours can be from only 
7:00 a.m. to 7:00 p.m. 

 No more than 8 work hours per 
day. 

 No more than 10 hours per day 
combined work and school 
hours. 

 No more than 40 hours per 
week. 

 No more than 6 straight work 
hours without a rest break. 

 

 
 
 
 
 
 

Acceptable Proof of Age 
 Birth Certificate 

 State of Hawai`i ID 

 Military ID Card 

 Immigration Record (Passport, 
Alien Card, Visa) 

 Hawai`i Driver's License 

 Baptismal Certificate 

 School Record 

 Court Record 

 Adoption Record 

 
 
Child Labor Office 
Locations 
 
Oahu
Child Labor Office 
830 Punchbowl St., Rm. 340 
Honolulu, HI  96813 
(808) 586-8777 (recording) 
(808) 586-8782 (information) 
(808) 586-8766 (fax) 
 
Hawai`i
Child Labor Office 
75 Aupuni St. 
Hilo, HI  96720 
(808) 974-6464 
or (808) 586-8777 (recording) 
 
Kauai
Child Labor Office 
3060 Eiwa St. 
Lihue, HI  96766 
(808) 274-3351 
 
Maui
Child Labor Office 
2264 Aupuni St. 
Wailuku, HI 96793 
(808) 243-5322 

Child Employment Information 
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